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Summary:

Communication Tools are used in the creation of campaign documents.

Word files, .pdf files and professional graphics files: 

There are several types of files provided for the Communications Team to assist you in producing the various documents and communications devices for the campaign.  These files fall into three major categories:

1. Word Documents: All of the Word files on the Campaign Resource CD and the website may be accessed, modified and reproduced for your church.  
Note about Fonts:  In order to preserve the layouts and create universal documents that could be read by most types of computers, all of the Word documents use only Arial or Times Roman fonts. So, please! Have fun and change the fonts to reflect the look you desire.  

2. .pdf Files: For all of the professional graphics files, we have included .pdf files that can be opened by Acrobat Reader, which is a free software download from the internet (www.adobe.com). You can use the .pdfs to preview the professional files. 

3. Professional Graphics Files: We have provided professional graphics files for some of the four-color resources. These files can only be opened by the software program indicated (in most cases Photoshop), and they can be modified  by your designer and printed in quantities by your printer. 
This is your written permission to duplicate any of the files found on the Campaign Resource CD, or to use any of the images provided on the Campaign Resource CD to create your own signs, banners, posters, or print pieces for reproduction.
Coaching Tips:

The Communications tools are found both on the Campaign Resource CD and on the website.  If any of the tools mentioned below are not on the CD, you may find them on the website.

MAIN MENU:

HOT ITEM!  “Campaign – List of Tools”: This is an Excel spreadsheet that contains the list of all the tools on this CD, and gives their filenames and six types of information that explain how each document is to be reproduced and distributed. This spreadsheet is the source for all of the information on the menus and pop-up screens of the Campaign Resource CD. It is an excellent resource for planning and coordinating all of the communication pieces throughout the course of the campaign.
Campaign Clip Art:  This document contains the collection of all of the clip art used in the campaign tools. You may copy and use any of these logos or event graphics in your campaign communications devices.  

Campaign News Release:  This generic news release is provided with customizable sections so that you can insert specifics about your church and publish it in your local newspaper.   

“PROFESSIONAL GRAPHICS FILES” MENU:

Campaign Sign Design:  Two types of documents are provided: a .pdf to preview the sign image, and the Photoshop file that a sign company could use to create the sign from.

Campaign Brochure: This is a brochure that you can distribute when you first announce your campaign to the church.  A preview .pdf as well as a customizable Photoshop file are included.

Campaign Display Ad: Customize the display ad with your church information, and insert in your local newspaper. This customization can be done by the newspaper for you.
Campaign Lobby Poster:  A few lobby posters were included in your Campaign Resource Kit to use in your campaign promotion. There is a .pdf of this poster on the Campaign Resource CD so that you can insert the image of the poster in documents. The professional graphics files are on the Campaign Resource CD so that you may print extra copies of the poster for your church.  
“The CommUNITY Center” Banner: If you decide to name your church lobby Communications hub “The CommUNITY Center”, here is the artwork for a banner.  There is a .pdf so that you can see what it looks like, then a professional graphics file that you will need Photoshop to open and modify. 
Better Together: What on Earth are WE Here For?  book cover: If you need a high-resolution version of the book cover, it is provided in .jpg format.

“PROFESSIONAL CAMPAIGN LOGOS” MENU:

Campaign Logo .JPGs: The campaign logo is provided in .jpg format for graphics projects.  Several different styles are collected in a Winzip folder.

Campaign Layered Logo:  This is the complete blue 40 Days of Community logo.  You can see this complete logo in the Clipart document.  If you would like to use this logo in your own posters or banners, you may give this Photoshop file to your graphic designer or printer.  This is a layered art file with several components which you can use separately or together. For instance, if you just want the words, "40 Days of Community," those words may be extracted from this file and used separately. 
MENUS OF TOOLS BY TYPE:  
Your Communications Team will be pivotal in overseeing the production and delivery of each piece of communication. Therefore, the Campaign Resource CD contains several menus of documents that list the tools by type and in chronological sequence, so that the Communications Team can manage the flow of documents and announcements across all team categories. Each of these menus contains its own Coaching Tips document with hints for using the selections on that menu.
Hints for the Church Administrative Assistant:   

HEADERS:  The 40 Days of Community headers on many documents are in color. If you are printing in one color, we suggest you select the “grey scale” option from your print dialogue box.  For PC users, in the print dialogue box click on “Properties”, then click on the “Color” tab, then check the box next to “Grey Scale”.

If you need to change the margin or the size of any of the 40 Days of Community headers or logos, here is a common problem that occurs.  Instead of looking like this:
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Next Week: 

Better Together
Your header could look like this:
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Or even this (note the bottom box doesn’t line up, and it’s too wide):
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If this happens, you can change the size of the logo (top box) when you:

· Click on the logo, then drag the corner squares until the box is the correct size

· In order to fine-tune the size of the logo, hold down the Control key while dragging

You can change the size of the text box (lower box) when you:

· Click on the text box, then go to the margin bar and drag the left or right indent arrows

· In order to fine-tune the placement of the indent arrows, hold down the Alt key while dragging

HERE’S A CLUE: Try working with the logo in the actual size it will be on paper.  Sometimes these boxes don’t line up when they are on your screen, but they do line up when they are printed. If a logo is being particularly ornery, try boosting your zoom to 150%. It is easier to line up a large-sized logo than a tiny one. Don’t worry if it appears out of alignment when you return to 100% or 75% zoom. It should print out correctly. 
